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This guide fc establishing and evaluating summer

Youth Emp;ayment Program (SYEP) worksites consists of seven SECtlQnS.

Section 1~--the introductioh--describeé
SYEP and discusses the need for works
vhich deals with identifyihg communit

“the history and scope of the
,e;develapmentr Section 2,
-needs, lists éight

information-gathering approaches. Segtion 3 déSEfleS ‘orgaaizing
information about these community needs. Needs areas:discussed are
health and mental health, housing,- environmental protection, :
education and child developmen¥, the aged and homebound,

" tralsportatioen,

public works, community a:ganizatian, income

- maintainance, recreation, culture and arts, equal opportunity,
consumer protection, public safety, and economic development. Section
4 contains a checklist for identifying effective worksite agencies.

‘Section 5 outlines four steps for developing work experience projects

- and contains observations on orienting patential worksite employers.
These observations involve youth needs, staff, transition, and
assistance. Section 6 describes worksite agreeménts. Monitoring and

evaluating wecrksites is the subject

f, section 7; thirteen questions

tseful in s*te evaluation are included. (Manual for youth in SYEP,
for SYEP superv;scfs, and 'for t:a;nlng supervisors in SYEP are
availdble. separately through ERIC--see note.) (HN)
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INTRDéucnon T I T L

;3rThefSunmer Yauth Emp]nyment Prggram (SYEP) is the ]argest program, in. .
" terms of ! numbers of enrollees’and money allocated for its duration, of -~ = %
~all programs urider the Compﬁéhensive Employment and Training Act (CETA) 7 S

"Twn ‘major goals of SYEP are to provide work experience to improve youths Lo
abi%lty tn get and keepfa job and to prev1de tang1b1e cmﬂﬂunTty benefits )

. The" re]at1ve1y shortfterm durat1on of the summer pragram makes it d1ff1=
- cult tafdeve1op work projects that willimeet'these goals. ‘Sometimes -
S careful! planning and development are- given' short shrift. While there
.7 are some projects: wh1ch achieve SYEP goals,-sonfe do not. Some yield less
. than opt imum wOrk ‘experience or. commun1ty benef1ts ‘A few proaects may
* . even be caugfér praduct1VE , '

Y, .. The' wa;k éss1gned the superv1s1on‘pruv1ded, and thegwork env1ranment :
- must be designed to assure that the ‘work experience will be constructive
for SYEP. part1c1pant5 and be accepted by ‘employers. in 'both pyblic and
. private sectors as 1ncreaS1ng youths' competenc1és The. work experience, -
- supervision and youths' performance -and the ‘services and work products .
. ‘produced must be monitored, evaluated, and find1ngs acted upon if our pro-
‘grams are to be 1mproved from year to year ; - \ i

" The key to reach1ng SYEP abgect1ves is 1mprnved work51te déve1opment
/" This manual presents information and guidance for developing sound work
'« experiences for yaung people. It contains material on identifying com-
* ‘munity needs, sources of information for program development, and ways to
" jdentify and evaluate worksite agencies. :This material can help you
~ reach SYEP objectives, but it cannot ‘eTiminate the need for significant
- .allpcations of time and staff to worksite deve1npment P]ann1n%§;gd de-

s

s1gn act1v1t1es 5hcu1d beg1n ear]y _ .
_Need for Worksite DeveTnpment “ i\xk

§‘f}'_work which has ecbnom1c or social value should not be den1grated Thére
co o wil always be ‘disagreement about what is "meaningful" and "useful" WDFk‘ i
Yo . Work experience developers and designers must be careful not to impose ™
*':  their biases aboyt "meaningful" work on the youth and not to discard po- N -
=tent1a11y useful jobs. They must exercise care in: planning and develop- Ehl
- b 1ng projects, assigning youth, making. provisions for feedback and rede-’ ‘
7.+ sign, and match1ng the needs of yauth with ava11able Jobs v o

'Nark experien;e prov1des QpportUn1ﬁ1es to acqu1r technica1 wark 5k1115
and general competencies. such as appropriate wark behavior, planning,
working with others, following 1nsgguct1ons, communicating and problem
. solving.. These general competehciés are probably more important for fu--
. ture emp]ayab1]1ty than, the technical skills which are acquired. Acquir<. ,
- ing genera1 competen€1es .depends to a great degree-upon the atmosphere at T
o werk the supervision and 'the nature of the project, and the tasks assign-
4 ed.  The ability and will of the worksite.empldyer to prav1de these must
L be ﬁmpgrtant Er1ter1a in wurks1te selection.




o IIQE‘AQENTr ]I”i” OMMUNITY NEEDS T T SR }%fw.;\f
o Matching- pro;ects tq cnmmunity neéds is crucial. It develapa cummun1ty
Ty support for SYEP, increases youths' motivation, yieldg a larger pool of ﬂ_,_j"
: ’Spossib1e prajects, and helps' 1dent1¥y des1rabje work 5punsnrs 'A survey R
is one way ‘to 1dent1fy cummun:ty needs. © .t o
TR A ; o
‘When resources are 11m1ted er ava11ab1e funds are. a1most 311 cammTtted
".. the survey of community needs should be restricted to the more 1mpartant .
areas, the most productive saurces of 1nFormat1on and the 1east expensive, ' _
- -~most direct techniqu fgf%gather1ng the necessary information. ' If more -~ '
- time and resources. ,,?avaiiab]e, it may be des1rab1& ta conduct a we]1! ST
des1gned study to i!;§t1fy :Dmmun1ty needs. : _ . .

_Some: Iﬁfarmatianaﬁathering Aﬁnraaches

j? 1. Review past p JECtS and worksite agreements tb identify-
« -, areas of emphasis and neglect and community responses, N v
~ and to evaluate the usefulness of work products and ser- Ci
.. vices. This will provide leads for projects which cap be ' .-
“usefully expanded if the number of enrollees increase or e
." ‘which may be used as a]ternat1ve wurks1tes if Other‘werk— RORS
- sites are c1ased o : . ‘ A

L

S 2. ;Rev1ew descr1pt1ons‘of bther priﬁe sponsors’ p%ojesté'

”',:»;" 3. Review past :Dmmun1ty ‘équests Far projects which were g
* .+ not furded. v . '

L L 4. Interv1ew knowiedgeab]e communlty peop]e either in persan YA
. =‘:%;ﬁ or by .telephorfe. The individual interview is the most ex- <<,
' C ~ pensive approach; but usually the most productive.~ It 7, .,
: /<. should be reserved for the most important sources. .The
L }elephone interview is more useful for follow- -up to in-.
' - person d1scuss1ons or where the information is. expected to
T be Timited.

5. Review. pub11cat1ons of\ the Department of Labor (DOL) and T
~ other 11terature descriing successful summer-youth employ- '
o - ‘ment projects. " These provide ideas for local prugezts to
discuss with the peop]e you 1nterv1ew '

6. Hold group meet1ngs %ﬁth 1oca1 organ1zat1ons tD d15cuss
' _commun1ty needs which can b€ met by summer youth pFDJEEféQ
Theseé may be more productive than individual interviews:
staff time is reduced, }the ideas and insights of one per-
son can spark ideas in another, and.group priorities tend,
to be more valid than those of individuals. D1sadvantages :
~are: overhead cost4 for getting a group of any size to-.
- gether 1n one,pi ce at one. time, the poss1b111ty of offend-
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ing people who are not invited,.and the possibility’of .
- .unintentionally. establishing an unofficial iboard of di- -
crectors.C o 0 Yl T S
- 7. _SEﬁdingglétters;gr,_mqre*fgrma]fjm §lestionnaires to. .
" groups agdfindivdduai;-askjng‘foﬁliﬁfafmation;i This s\
‘the leas§ expensive means, but-it may also be the least.

- .~ : productjve, ‘The ‘poputation polled must be willing and
. - '-able to respond to writteri cemmuniZations. A telephone
- " _call to get agreement ;to respond combined with the ques-
.."* .- tionnaire and telephone follow-up on .the ‘questionnaire
_“r'réspanse-is'mere-effeﬁtivefthan‘either'appfaach:aiqne..L
L ; .- T & .
8. . Interview, community residents. This cai be.very effec-
— ‘tive, in identifying real needs and gaining grass roots - -
e ® Sy T support. :Howeveér, it s costly.  The study must be-well
. v "désigned, the interviews structured, and the interviewers |
, trained to get the needed information and to avoid mnre-
.y Jated- aréas., R o o |
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,&mqnity3nagds,shauﬂd be categorized and organizations which can provide
%grmatian=With;réspectgtc each type of community need identified. The

Jowing is one such classification and 11§t.0f organizations. It in-..
kes occupational fields, types of employers, types of jobs, ard brief
pttons of tasks in which: youth may. be employed. o c

-desgr
: ‘ .

Silth and Mental Health |

itals; local ﬁééith and_menféi ﬁéa]thﬂc1iﬁi¢s;'§tate institutions; nurs-.

. ing ‘homes; voluntary social agencies--e.g., Red Cross, United Cerebral

_,‘,syarlaééj'heaith departments; health and'welfare.councils; health asso- -
chations for special diseases and disorders; upion$-representing health

a

1. hEéTfﬁraﬂygﬁa;y - serve asrtqmmunicatidﬁs;’transpnitatiﬂn =
' and\service 1inks. between clients and well-baby services,
'senior citizens' centers, V.D. control and treatment cli-

nics, mental health centers, etc.

2. outreach workers - conduc¢t neighborhood canvasses to de- .

+ termine knowledge, wishes, needs, and use of health and.

» . mental 'services; .and :provide*information about health )
T facilities and ‘services. e e T,
3. health assistants ‘- help.regular employees provide health

T and‘medigg’ services by such activities as meg;uting=hgjght

‘and weight of patients; serving as receptioniSts; getting

and storing supplies and other unskilled or semiskilled

work under direct supervision. : s

4. health screening assistant - .assist in performance of
- routine detection services, medical referrals, and educa-
tional programs for preventionvand treatment of conditions
- such as: hypertension, sickle cell anemia, dnd Tead paint -
poisoning. S S e

bilingual client assistants - improve patient relations and

~ . services by interviewing non-English speaking patients in
“their native tongue, interpreting their responses-to medical

staff and explaining forms, procedures, etc. to patients.

L

ey

. safety and first aid instructors - under supervision, pro-
,vide health and safety information and' services at recrea- .

+ “tional facilities, day camps, etc. .. ¢

o

7. nurses' aides - under close supervision, provide limited ser-
- vices for patients to.make their hospital /nursing home stay
- more comfortable--e.g., assist patients in walking, read to
patients, assist patients ih/out of bed and servé as messen- .
gers. .o : o .




'rehabi1itatian thera

y . ’ . : ~r

,aides - under superv1s1un, he1p

- technicians ‘in the ,mpTementatien of a recreational

L ?mgi"am for patients, nursing home res1dents, et al;

nstruct in ar;s and crafts, - _ g .
B . [ 1mmunization aide - under direction, alert paﬁents of
‘ - ~" ‘preschoolers to- th]S service and assist in prcv1d1ng
}servises ' o
;ﬁ“B;J Haus1ng |

' -real estate boards; departments. of housing and development; tenants' asso-
- ciations ; voluntary .agencies such as Red Cross, ha]fway hauses, p]ann1ng‘
- commissions. : :

1. pa1nt/repair he1pers under 5uperv1510n, he1p main-
tain public buildings, developments, community facili-
. t¥es, low-income housing, historic 51tes, Btc., intlud-
~ind pa1nt1ng -and minor carpentry.’ o _ . R

2. w1nter1zat1on he1per5 - help maintenance warkers weather-
proof homes by window cau1k1ng, weather stripping, cement-
~ing crevices, etc., for’ low—1nceme fam1]1es and sen1or B
‘citizens. ' : .

. 3. floor tiling he]pers ’hé1p'maintenance,meh repair and:
- install tiles 1n low-income hcu51ng L

;ﬂ 4, ’commun1ty fac111t1es fix-up helpers - heTp ma1ntenance
: men clean, paint and refurbish commun1ty fac111tles
‘ . such.as recreation centers. ) :

5. reTDcat1on SEFV1CE aides - under d1rect 5uperv1s1on,
assist families/individuals in need of emergency.hous-

ing by interviewing, tak1ng app]1cat1ons, mak1ng ap-
prnpr1ate reférrals

6. tenants' r1ghts advocates - ass1st public reTat1ons
persanne1 in-public relations project designed to alert
community residents to their rights under 1andlord/

. tenant laws. :

routine work in research
patterns, population.

7. research assistants - perform
- project to determine hDu51ng
sh1fts, etc.

Q! Env1ronmenta1 Pratect1an

Env1ranmenta] protect1on agenc1es (federa1, state, 1géa1), community ser—
v1ce groups; state fish and game agenc1es, pub11c works departments,

o

Lacaﬂ haus1ng author1t1es, bu11d1ng trades unians, hcu51ng progects, 1aca1; o



- wildlife ‘conservation groups; 4H clubs; U.S., Department of Intégior;.parks‘ B
- departments. - . - R PR B -"_ o oy

ile riven and lake cleanup aides - under-glose supervision; =
* _remove debris and .litter from river basins and lake - '?(,i -
‘shores, cut and. remove brush and trees, and grade and -

= segd*banksgv v

2. fgdeht tgntrclias;jgtgnﬁgr— hnder'directien@ cleag re- *
fuse, plug burrows, and distribute information to resi-

-~ dents-on how to .prote t premises against rat infestation.

3. assistant gardeners - help.evelop community gardens in .
low-income areas on vacant land. L o
. 4. nature center improvement aides - under direction, clean.
* " and tend natural reserves; keep grounds: clean; clear
© ' - trails; plant and trim trees; construct dnd maintain . :

rest spots, shelters, signs and litter baskets. =

D Education angChild-Dévelopment - \-

Boards of education; child: care 'centers; colleges and univer51f1é§;‘s$ateA
department of education; private-schools; community groups; PTAs; 1ibgar--
ies. A ' : . :

X

Lo, fpeer'céunseiprs/tutars s under teacher's supervision,
S . "agsist children and youth having difficulty in math
T . and reading to improve -in these!areas.'

.. 2. teacher aides - under supervision, help prepare educa- .

tional materials, supervise children, set up educational
~displays and provide individual tutorial help to children.

| 3. d§ys;aré assistants - assist chld development workers _
in such activities as play, meals, and trips. - . #>

E. 'Agedfa@?fH@meEDund o : .-

? 50cia1 agencies'(Federai, state,s10231); hospitals; nursing homes; volun-

tary agencies concerned. with these populations.

1. ?mgaisvonrwhéejs? aides - assist regular crews prepar- _
ing and delivering food to people who can neither cook .
for themselves nor leave their homes. ‘

2. 'gérjairigwprégram aides - assist in the office and in
" the conduct of" recreationat programs at homes for aged
and golden age clubs. : .

= 'S .V . ‘ S




F. Tranegertatian

Transpnrtat1an departmente (federaT etate 1ota1) traffic eourts, air—ip o
perts, highway department, maes trane1t systeme — o

¥ information- a1dea previde information at informa-
‘ . PR tion booths;- reepend to telephone 1nqu1niee w1th
T I reepeet to transportation. routes. :

- _ - 2. mass transit 1mprovement aidee - heTp clean mass
_’trane1t fae111t1ee e11m1nate graff1t1, and perform .

SRR transpertat1nn patterns i
- ) ‘ ' ’ \-i. o 7 f
.PubTic Nnrks - ST L :

Department nf~pub11e werks, etreete department ‘sanitation department;
water department, oiher 1eta] and atate government agencies;.citizen:
graupe ‘ - S _

1. acnnstruct1on a1dea - he1p construction workers in~’
stall and repair public facilities such as ramps
near and within hospitals, nursing homes, Yehabili-
tation centers and government buildings to facilitate
trave1 “for the handieapped ‘and’ aged

2. park maintenance aides - under euperV1e1en, c]ear
rooow greunde assist maintenance workers making minor
repairs, erecting 519ne and fences, reeurfat1ng deeig=

nated areae, etc.

3, street-marker ase1etante - he1p meehantcs pa1nt

1ngs and majnr 1nter5ett1anet e Je"

4. custodial aes1etant5 - assist in maintaining and
,.cleaning pub11e and cemmunaty bu11d1nge

“H. Community Organization

Local community erganizatione (e;g:; 0IC, Urban League, civic associations);
- CDAs ; neighborhoogd" gfmupe ’ L .

environmental. projects in the community including
mini-parks, gardening preaecte, and environmental .

Surveye .

1. community semﬁnee aides '- under supervision, work on

s




3

R

.~ police re]atiuns 3551stants - work at puTi:e stations -

.ccmmunity affairs aides - he1p analysts engaged in *g

performing .clerical. tasks and helping persons assigned

- to youth and community act1v1ties

}

survey prcgects gather information 1n communlties

I. Income ﬁa1nteuance . o e . o

Department of public we1fare, So¢1a1 Security Adm1nistrat1an Bureau of
Emp1oyment Secur1ty . o ‘ ,

1.

we]fare case ass1stants - under superv151en, check

case recards, clean files, check addresses and other
identifying data, set up- appointment and referral
sheets Fﬂr t11ents etc.:

. 2. food stamp. program aides - under supervision, inform
: community peopTe about food stamp program and assist
. app11cants to complete forms. '
J. Recreat1cn\ R

y' s, Girls C1ubs/Bay5 Clubs, Girl Scouts/Boy Sc@uts, parks and recreation

departments, zommun1ty centers, youth graups o -

AR

cpunse]nr a1des - work at both s1eep away and day
camps, assisting in arts and crafts 1nstruct1oni_F1e1d
tr1ps, hikes, sporting events, games, etc.

'recreat1ana] ass15tants - assist recreation 1eader5

conducting summer programs in sports and other group
activities for younger children at recreation centers
and pllaygrounds.

assistant p1ay streets coordinators - under SUPEPV151Qn,

" coordinate and organize voluntary play street activi-

[ ]

- ties including games and trips fon children and y@ung
teenagers. o

s
aSSTStant 5w1mm1ng 1nstructors/11feguard5 - serve as 5
water safety instructors. at Tocal 5w1mm1ng pools and
give beginning swimming. 1e550ns

ass1stant 1nstruct0rs - he1p teach ‘dances, prepare

"travel ing show" prnduct1on5 for presentation at com-
munity centers, perform in summer productions, etc.

K. Culture and Arts o o B W

Museums; . historical societies; schools; recreation department; local dance,
1 , ,

L

B -
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theater or music ensembies, ca11eges and un1VEr51t1es 1tbrar1é5, federa1
state, and local agenc1es concerned with culture ‘and tﬂé arts. el g

., 3 s

‘V1_A.ﬂmseum a1des - assist in gu1d1ng v151€ers, bui1d1ng S "‘;y*A-‘f:
-displays, exp1aining and pub11ciz1ng museum act1v1— R .
t1es anﬁ conserv1ng act1v1t1es. - ig« . s

*”2_‘ d251gn ass1stant5 - under superV1s1an, he]pgé :

R 1n the. des1gn and creat1an of cummUﬂ1ty art work -i;u

; - . ) 5

xé_f ethn1c artsﬁgssistants - he1p :Dnduct cu];ura1 arts.
wurksﬁbps focusing upon oral traditions, crafts,
~50Ngs 4 dances and music of ethnic groups, help gather

nd organ1ze matérial. far workshops ) . o

'4.5 ass1stant tcur gu1des - under 5uperv151on, serve as ' %!E“A
.. tourist guides at points of intarest as part QF a- . ’
summer tourist program ' ‘

L. EquaT Dppﬁrtun1ty

P

Equa1 opportunity ccmmiss1ons, fe]]awsh1p ccmm1ss1ans human relations

~ . ~commission. . . )

& £ LY

" 1. case assistants - under supervision, work in equa] eh-
pr&ﬁéﬂt opportunity agency perfarm1ng clerical dut1es,v o
answering tg]ephnnes and giving instruction how to regis-
ter cgmp]a1nts**d1str1buté information. about activities

- i of the agency, r1ghts of people,, etc

5@; COnsumer Pratect1cn R o Co e

Consumer iffa1rs agenc1es (federa], state, local), va1untﬁry consurier pro-

tection agencies; cummun1ty legal services; Better Business Bureau; com- *
hun1ty groups. : - .
| ' i ' ‘ ’
1;:ican5umer information aides - under direction, solicit
~and obtain requests for consumer information, make . ’
;apprupr1ate referrals and mail appropr1ate 11terature '

2. consumer field aides - check.on thenya11d1ty DF cen— 't
sumer camp1alnt5. o . \

|

‘a

o . R 5 | ) ; |
Police. departments (state, local); fire department; crime prevention asso-
ciations; department of probation; Juven11e justice system; court system;
ex- foEﬂder programs, community groups.

Lo

b,

P



patrol high risk areas, gather information about aban-
doned buildings, inspect buftdings, and provide fire
prevent1on information to resfaents

1. fire.prevention and contro] aides = under supervision,

2. personal Secur1ty aides - under superv151on patrol areas
and a%company e1der1y in marketing and other activities
‘ away from home.-

»

0. Economic‘Deve]opment

Economic development councils; community development asseciations; local
business groups and associations; chambers of commerces farm assaclatlﬂnh,

- state and local employment agencies.

1. JOb developers - 1dent1fy appropriate job opportunities
and seek job pledges” from people in the private and -
voluntary ssectors to hire and train youth during the
summer and the reqgular school year.

2. Job-readinecc trainers - help technicians train youth
in job sea 2fforts; conduct sessions in grooming,
) Job solici. .ion and interview techniques.
' q
L)




IV. IDENTEFYING EFFECTIVE WORKSITE AGENCIES

ye
s

Helping worksite agencies of known competence to increase their effec-
tiveness and range of projects is the most efficient way to achieve SYEP
objectives and to reduce the burdens of providing oversight and techni-
cal assistance. However, there is never a sufficient number and it is
usually necessary to recruit additional worksite agencies.

The f011DW1ﬁg is a checklist of works1te agency characteristics to gs-
sess compétence and to identify areas for improvement:

- DON'T KNOW -
N S YES NO OR MAYBE
A. Does the worksite agency have the com- . A
petence, resources and will to:
1. design useful work p?@jgitss ﬂi
for the community I, e
2. provide jobs appropriate for
youth- .
3. redesign jobs to make them
appropriate for youth 3. o
4. provide good job supervision 4. ) o
5.4 train supervisors, if necessary 5. )
6. maintain required recurds
(time, financial, etc.) b
/. manage a project effectively /
8. adhere to the terms of the
worksite agreement 3
9 respond rapidly to changiny Qﬁx
ditions, e.g., reduce or in
crease number of slots )
B Wil the worksite agency's requia
workrorce provide good role models
i.e., interested, productive and
competent U
11

™ —
o,



—ill
Will the environment and attitudes

in the workplace encourage the

"~ youth to:

1. want to continueétheir education
2. acggire work skills

3. WEeﬁave well on the job

Will the workplace and jobs be
safe for youths
Do the worksite agency's -normal
activities relate closely to those
of the project -

. &y
Are the relationships between the

. worksite agency -and the community
goad : '

Has the worksite agency's track
record with respect to meeting
SYEP objectives been good

"Is the worksite agency willing and
able to provide the fallowing:
1. vocational exploration

counsel ing

career planning

2
3
4. remediation
5. after-work aclivities
6

continuation of employment,
into the school year

Will the worksite agency need mudh
assistance: -
1. technical

Z. additional resuvuries

Will the worksite agency contri-
bute any resources to the pro-
gram

R

[ e [N T —

DON'T KNOW

l§§ NO OR MAYBE
f
lf}



V. DEVELOPING WORK EXPERIENCE PR}QE;TS '

A. Some ways to.tackle job and pri}éct development are: 1) to identify
projects which are desirable and design jobs which will achieve project
objectives and also meet youth's needs; 2) to identify tasks which would
benefit youth, design jobs with these tasks, and then develop projects
using these jobs; 3) to observe work performed by potential worksite agen-
cy employees to identify jobs which could provide, or be redesigned to
provide, useful work experience; -4) to review activities and programs of
potential worksite agencies to identify desirablé SYEP projects. In most ,
cases all of these techniques are used in the course of shap1ng and re-
shaping a project to reach the opjectives. .

1. Identifying Desirable Projects and then Designing Jobs

a. Identify a number of desirable work projects which
satisfy community needs and determine the jobs and
tasks required to carry out these projects.

b. Determine the competencies that yDuthS can be ex-
pected to possess.

<. Estimate the probability that youths wi'll be able
to acquire the needed competencies in less than

two weeks.

d. If the probability is high, the project can be ‘
‘used.

e. If the probability is low, }) are there some youth.: .
who, as a result of brief special education and )
training, would be able to acquire the' needed com-
petencies? or 2) is it possible to redesign the
jobs or project to eliminate some more difficult
competencies? If neither is possible, thée pro-

Jject should not be used.

sSume jobs, e.g., clerk/typist and palnler, arc wore o

less the same for all projects. nNO new analyscs are

needed for them. New jobs call for analysis. Howeve: .

as most will contain tasks included in jobs already

analyzed, the amount of wark involved is not as great

as it may seem at first.

¢ Designing Jobs for Youth then Strucluring a Froject
, a. Determine task competencies which youth have
b. Based on this information, estimate the compe
13
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T Lo tenc es wh1ch they can acquire in one to two weeks
/fge Job.

& . c. Degsign jobs cantaining these competericies é&d which
wi?? interest yauths and advance their development.

d. /IdentIFy and desigo potentla1 projects wh1ch§§§g
" these Jjobs. . . . )

4

3. Observe Work Performed byrPpteﬁijalryqrggjﬁgﬁﬁgegcy Employees

a. ldentify jobs which seem appropriate for youth by ob-
serving regular workers.

b. Determ1ne the minimum Campetenc1es needed to_perform
these jobs.

c. §E5t1mate the prcbabi]ity of youths being able to ac-.
quire these competencies in a short - time at this site. ,

‘\ "d. If the probability is high, the jobs can be used.
e. If the probability is low: ~
% 1) Can the job be redesigned so that a permanent
employee performs the more difficult tasks? T J

A
2) Can the youths be Screened to find those whD

will ‘be able to handle the jpb? "

3) Can the job be redesign¥d for the summer to
eliminate the more difficult tasks? r\%x

f. If none'of these work, the job should not be uéedg

4. Review Activities and Programs Conducted by Potential Worksite
Agencies

a Identify activities and programs which are or could be
modified to be desirable summer work projects for youth
in SYEP and which the potential agency is capable of
undertaking.

u Determine the jobs and tasks which could be performed
by youth after a short on-the-job training period and
jobs which could not.

essary and determine if tfle worksite agency could

. Redesign jobs to reduce reduired skill levels if nec-
verform the more difficult

provide other workers to
tasks.

o

14




d. If the wohksite agency can, the préject or activi-
ty can be modified for SYEP use. 1

Rev1ew the jobs and the projects to determine whether or not they pro- "
vide a satisfactory investment for SYEP. 'If jobs are of limited in-
. terest or occupational value, redesign them by adding tas hich make
" the jobs more meaningful to youth, less repetitive, and mg}e interest- g
ing. If a project is of marginal va1ue, redesign it to make 1t of
greater va]ue :

4

Criteria f r ekp?arat1an with a specific worksite agency (in addition to
appropria; eness of job and usefulness of activity): - ~

1. Geographic location--e.g., will transportation services
.. have to be provided?

o

2. Agency's: ' ‘ .
. .a. administrative capacity
b. relationship with cémmunity
. c. willingness tSFparticiﬁaté‘
d. ability to prcvidé training énd supervision
:?" trgck record with SYEP.and similar programs,
- 3. Cost\to SYEPeto deva1op and maintain project.

‘< 4. " Possible E1t§¢nat1ue sétes

Worksites should be v1s1ted to obtain data for task statements., deter-
mination of compgtenc1es required, and an estimate/of the usefulness
of the experience for youth development. If time permits and the num-
ber of potential jobs is large a task analysis should be undertaken.
This may include interviewing workers and supervisors, observ1ng work-
ers, studying existing job descr1pt1Dn5 and writing and ver1_g1ng task

statements.

B. The following additional obsenv;t1ar s may be usetful- for oriepting
potential works1te employers: ! ,

- Designing appropFiate jobs\requires knowledge about the
youth labor mavket, employer expectations, and youths'
occupational desires and competencies, as well as task
analysis and job design.

| 3
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Youth

Needs

f

Jobs, whether in the public or private sectors, provide use-
ful work éxper1ence only when they require significant worker
effort and result in tangible outputs.

Sponsor staff can help enrich the local labor pool by obtain-
ing and using private sector employers' suggestigns about
needed competencies and on how to help youth'.acquire compe- "
tenc1e5 more effectively.

Acquiring good work habits is related to learning-to wark

with others and to following instructions. These are depen-

dent on having good adult-role models and on understanding
the need for specifig activities.

Adult standards are easier to establish and enforce if youth
are integrated into the regular work force rather than segre-

‘gated from the regular wark force in all-youth work crews.

Work experience in connection w1th vocational expleration is
more useful if participants are able to sample employment in
more than one skill ai? occupational area. o

Yauth express more job satisfaction when work experience is
consonant with their interests, skills and abilities. White
perfect matching may Sot be possible, most youth are satis-
fied if they are asked about Job prefereﬂ&es and are given
some choice.

e

=

=
B =

Youth who have felt pos1t1ve about the work exper1ence in-
dicate that: 1) they were given specific instructions about
their job fpctions and résponsibiliti€s; 2) this included |
demons rat1on as well as verbal  instruction; and 3) they feit
free to appraach their Superv1sors with problems .

Youth must have eaSy access to tHeir supervisurs Ltu ask fu
help, to suggest, dnd to criticize. s

td Ead

Phe vl aod compelence of Che damed Te b v v e Hiahe s Lhe
differeﬁke betweensgood . auequute, and p.ov programs.

ol L - .
Supervisors who demand and get ual ity perfourmance from e,
rollees are essential to good program performance.

Permanent staff familiar with S¥EP reduces the need for ex
tensive orientation and training for supervisory roles.
Temporary staff must be trained to know.and accept SYEP's
goals.



- A one-to-one Supervisor to youth ratio affords a good
opportunity for,}earning skills and developing positive i
attitudes toward work. Low ratios seem to heip develop (
rapport, mutual respect and understanding between super- £
y visors and youth; permit easier resolution of differ-
ences or problems which arise; and provide better on-the- -
Job training. .

* - =

Transition -

- Work ex%erience is useful Fd} the transition to private
“employment if employers know the progranl dnd .respect the
experience it provides, and youth are providéd with docu- e
~mentation and -evaluation of their work activities. ‘
% &+

The role of education in developing appropriate compe-

tencies and 'in obtaining desirable employment should be
highlighted. Y .

S

- Work experience should be related to 1abcr*maﬁkétafea1ia s
ties. ' T

* Assistance | .

- Some of the most effective worksite employers have ob- .
tained outside assistance for material resources, train- :

" ing aids, training for youth and supervisors and design-. .

ing and evaluating programs. -~

e o - - Involving private sector emp]é}é?s,jn program design and
} evaluation is a good way,té obtain téthnjg>1 assistance.

®
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VI. THE WORKSITE AGREEMENT -

}
4

Worksite agreements are established for several reasons in add1t1on to be-
ing reqU1red by SYEP regulations: ’

1. They are a form of protection for the prime sponsor,
the worksite employer, and the part1c1pants,g

2. They eliminate m15under5tand1ngs about work31te obli-
gations;

3. They are useful as the basis for monitoring and evaluat-

ing worksites.

Each prime sponsor may develop the kind of worksite agreement that.best
suits its needs while at the same time responding to the policy require-
ments of SYEP regulations and providing an effective management tool for
minimizing worksite problems. An analysis of the 1979 SYEP indicated that
worksite activities could more easily be assessed when worksite agreements
were standardized throughout the pfime sponsor's jurisdiction. Whatever
format. is used by a prime sponsor, the agreement should be uniform for all
its sites. ’ v

‘The Departme%t of Labor recommends a two-part worksite agreement, the
first part of which specifies the conditions to which all worRsite agen-
cies 5hou1d adhere, and a second part wh1ch cansists DF a statement of

Ea J”V'l’App]-lcab']e assurances ShQu1d bE attaChEd to EaCh WDrkSTte agreement (main‘

tenance of effort, nepotism, affirmative action, prohibited activities,
etc.). -1t is important that the agreement be continually {pdated to re-
flect changing conditions. 1

Worksite agreements between prime sponsors and worksite ayencies should
include the f011ow1ng information: N /

7

=

Name and locat1on of prime sponsur, program upevator,
and worksite agency;

Services L0 be prouvided by the worksille aycney, prine
sponsor, and others,

The effective starting and termination datles,

Job titles and number of youthful participants Lo be
employed;

The ratio of supervisors to participants,

- A description of time, attendance and payroll procedures,

<1
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) - ‘Written policy on absence andglatenessa
. - A11 _required assurances;
-+ A "Statement Df Nurk“ which should 1nc1ude
- Name, address and telephone number of worksite
agency and worksites .
) : Type of agency i
) * Normal functions QF the agency
7 * Names, phone numbers, and work hours of the
b © SYEP supervisors
- Supervisors' qualifications
- Supervisons' responsibilities in SYEP
+ Names and numbers of SYEP participants
- Target groups of iouth to be served, if appro-
priate, e.g., handicapped
-aDays and hours of work .
: Deécription of worksite activities and skills
: ' 7 to be learned : F
4o * A plan for rainy-day acti'\11‘7{':1‘E!ﬂi*:::ﬁiz
- Program rules regarding safety
- A weekly "Work Plan" for each week of the project
which includes activities to be accomplished
- Equipment on hand i .
¢ Equipment needed
* Expected outcomes
L - Reporting procedures




VII. MONITORING AND EVALUATION DF "WORKSITES

Unexamined worksite activities are rarely improved. SYEP cannot afford
to continue from year to year without continuing wcrk51te “improvement.

Lack of continuity in worksite deve1apment makes 1t extremely difficult

to build on past experience to improve functioning. This lack of continu-
ity cannot be completely overcome. But it can be overcome to a significant
degree by careful and- frequent monitoring and evaluation during and at the
end Qf each summer program, and by us1ng the 1nf0rmat1on ga1ned in these

changed, and~areas “in which corrective actlon 5h0u1d be taken, -

~In. order to be useful for planning and for developing worggites in future.
" years, ‘evaluation must contain more than the identification of '"satisfac-
tory" and "unsatisfactory" elements. [t must include the best estimates
of priorities for study and improvement amd the best thinking on the na-
ture of the improvements needed and how to achieve these.

Part of the evaluation should include the prime sponsor's own éstimate of
how well it achieved its goals for wcrk51tes Self-evaTuation questions
such as the fc11ow1ng should be answered: . )

- Were worksites selected early enough?

- Do worksites conform to the worksite agreements?

- How frequently were woftksites monitored? Was this
sufficient?
Were monitoring instruments appropriate, i.e., did

they help collect the necessary information and data!

How did worksite agencies respond to suggestions for
corrective action? How rapidly were required changes
made? :

Were Lhe widlerla Tur wuthkslle ayency scloewllon val iy

and 1eliable?

Huow valuable were Lthe aclivitics which took place at

the worksiter

etc.
The other part of the evaluation deals wilh the aclual vperaliun i G
worksites. The following questions are provided for must activities re
lated to worksite operation and assessment. These questions are -adapted

iy
<



from a workbook developed by Region Il Department of Labor. These ques-
tions may be changed, deleted, and new ones added. It is important to

do so, so that each point covered meets the program's unique needs.' De-
veloping the questions and comments should be a group effort on the part .

of all who have part1c1pated in the program to #nsure maximum reliability s
and validity. _ wt

The questions apply to work projects and are intended to be both an

~—evaluation of the worksites and of the competence of prime sponsors'
staff to develop, maintain and improve the projects in their areas of
responsibility.

Monitors should be trained in observational skills to supplement their
questionnaires. The kinds of questions which should be in the monitors'
repertoire include:
1. How many part1c1paﬂt5 are at th15 worksite? s

this the same number as in the wurks1te agreement !

If not, are the participants absent? Are the ab-

sences being properly recorded on the time and

attendance record? List those not present and

double check when tQﬂE sheets come in for payment

2. Who is responsible for recording participants' time

and attendance? Is this being dune by that person?
g If he/she is absent, who will record time and attend
ance?

3 Whatl 13 Lhe systel Used Lo ducument parlicipant
attendance for the preparation of the payroll?

. 4. In cases where work is being done away from the
' worksite, how does the supervisor verify that woi ks
is being perfurmed and all are present?

) Are work assignments cunsistent with thooo des
' crived in the worksite agreement as (v concent
and number?

¢ Are particlpanls cecupled? Hhat oot Lo b,
ing upon your ariival? Wa. a su,ervi_or p.esen.?
What will be the results ana tenefits to others/
the community/the employer as a result or this
participant's work? Are there any Ldnjlble QU Ly o,
to this participant's woirk?

: How are they ygiven thelr WOrkh wsoigimmentle!  tal
day when they arrive at work or a weekly wo. k pla...
Was anything specified in the wurksite ayreement?

0
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8. .Do the worksite supervisors have sufficient knowledge
of the SYEP guidelines? Do they know about Child Labor v
Laws, maximum working hours, payment procedures for .
participants? Were they given an orientation to SYEP?
Was any wyitten information provided them so that they
could refer to it during the employment of the partici-
pants? |

19, , Verify that there are no violations of tha following
prohibitions: political activities, private-for-profit
employment activities, hazardous working conditions,
religious activities, nepotism, conflict of interest,
discriminatory practices, fund raising, political pa-
tronage, lobbying. N 7 ‘

& : ‘ \

10. Does the worksite have a copy of the worksite agree-
ment? Do the worksite administrator and participant
.supervisor(s) understand 1%5 contents?

11. Are the participantd satisfied with thei¥ worksite and
assignments? Do they know who their Supervisor is?
How often do they see their counselor? Do they know
what wage they are being paid? Do they know when and
how they will get their paychecks? Are ,they awgre of ,
the grievance procedure? Do they know who they may call
in case of a problem/emergency? Do they have a partici-
pant handbook? Have they read it? Have they received
labor market information? QDo they receive any counsel -
ing? , :

12. Who prepares the weekly work plan, if there is one?
Is it followed? ’

13 s there a problem 1n oblalning supplleaf Lo LhE par ti-

cipants have any complaints about the avaiiability of
supplies?

Al ter =ach yuestion has beehi answered  adnllur o ohoald nule Goe 0 th
fol lowing:

Ihls acitvity 1o eaeMpla,,

Ihis acllivily appecars Lo be oaogo .t

This activity needs TurLher checking o oo 0 o0 0 ey

[his activity needs tu be changed (1 11cate hoa)

This activity should be discontinued (indicate why)

A summary should then be prepared indicating what needs to be done beiort
the next visit, who should do it, and why.
- 0
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